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SMART

Exporting Data from SMART to Microsoft Excel

1. Go tothe Menu Tree, and click Reports. This will open the Reports Catalog screen.

IMPORTANT- Remember once data is

GPRA Discharge Due exported from SMART and saved on

GPRA Followup Due
D ol your computer it is no longer secured

Staff Profile data. You are now legally responsible
Contact Info

for it. Make sure you save it where it

Staff Assignment
Staff Language is password protected or delete it
Staff Oualifications
Account Information from your desktop and trash can
Oither |dentifiers
Staff System Lisage
Staff-Plan Profile

immediately.

¥ Tx Team Groups

¢ MNon-Staff Physicians
System Lisage

+ Billing

b Contract Management
Alerts Configuration

v Reporting
Client Access Histony

¢ Chent Reconciliation

Group List

Dy Testing Check In

Aurthorzation Dashboard

Chent List

System Administration

My Settings J Click Reports
|

Reports (—

Support Ticket
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SMART

2. Go to the Miscellaneous section of the screen, and select Admission Data.

Report Catalog

Title
Access

Admissions: Client Demographics

Agency Client Movement

Client Demographic by Substance

Program Client Movement

Beferrals in by Agency

Befemrals out by Agency

Waitlist by Agency, Facility & Program

Wait List: Statistics by Region

Program Enreliment Counts

Client List by Program

Agency/Facility Client Terminations

Programs-Staffing Allocations

Unfinished Client Activities

Security

Staff Permissions Summary

Miscellaneous

Admission Data

ATR Voucher Data

Under Miscellaneous, use

ATR Voucher Transaction Data

Client Profile Dats Admission Data and/or
Combined Note Data

pischarge Dete € Discharge Data.

Encounter Data

GPRA Assessment Data

GPRA Interview Compliance Report

SRR ot et e Dot

Page 2 of 17



SMART

3. Enter a date range or leave blank.

4. Click Export.

Home Page

¥ c
gancy AQensy |MBC Treatment Center (Trainng Lgen

Group List Fram =

Astivity Date =
. = Rangs
Drug Testing Check In Eraatad Date =
: Range
Authonzation Dashboard Updeted =

e ; Caie Rsrngs
hent List

System Administration

My Settings

Reports

Support Tk

i}
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SMART

4. A dialogue box will open. If you will be exporting to create an Excel file, save to your Desktop
and click Save.

& SaveAs [l

%v|- Desktop » - | 3 | | Search L |

‘ Organize  G= Views ~ [ Mew Folder

Favorite Links Name Size Type Date modified =

| Documents hll Sharon Gibbs
|

More »
Folders b o
ublic
Bl Desktop - |

Bl sharen Gibbs

1. Public H I*} Computer
/M Computer

@ Metwork =
Control Panel h,'f Metwork
12 Recycle Bin i
). ATR f| | AR
W Deskton - 1 -
= N E =l A dmission_201 50610 xls -
Save as type: ’Micmscrft Excel 87-2003 Worksheet v]

“ Hide Folders | save | | Ccancel |
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5. If you will be importing data from Excel to Access, please complete the following steps prior
to saving to your Desktop:

a. Go to the File name field, and change your file to a txt file. (For example
Admission_20150610.xls would be changed to Admission_20150610.txt);

b. Go to the ‘Save as Type’ field, and change it to ‘All Files’; and

c. Click Save.

& Save As
{ fu |- Desktop » v|¢f||5earch ol
‘ Organize ~ Q= Views - B New Folder
Favorite Links Name Size Type Date modified |i|
, |5
B Documents 3 Sharan Gibbs
Maore » ‘||:.|
Folders hd g
ublic
Bl Desktop o '

IE} Sharen Gibbs ‘

| Public I H*.‘ Computer
o

M Com puter

L¥ Network -
Control Panel hh MNetwork
& Recycle Bin -

m

Acrobat.com

Shortcut Helpful Hints for importing to ACCESS.

| ATR _Le
I neskton i

File name: & * change the xIs file to a txt file.

Save as type: | All Files €| *type of file should be ‘Al files’.

“ ' Hide Folders | Save | | Cancel |

Page 5 of 17
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6. Click the tab at the bottom of the screen to open the excel spreadsheet.

User: Gibbs, Sharon Location: MBC Treatment Center (Training Agen, Santa .ana =

Home Page
Agency

Group List

Drug Testing Check In
Authorization Dashboard
Client List

Swyrstemn Adnmini stration

MMy Settings

Reports
Support Ticket

Click here to open your
text file.

Admission_201 5061 0.t -

\

| Admission_20150610 (1)t - Notepad
File Edit Format View Help
dmission_ID Agency_Name Client_ID unigqee_Client_Number Client_Last_Name Client_First_Name Client_Full_Name BEirth_bate
come_Type_Description  Insurance Type Description Payment_Source Type_Description Income_Source Description Marital_Status_Description House| |
scription Tertiary_Frequency_Description TErtﬁary,First,UseJ%e Tertiary_Last_Use_Days Days_Of_abstinent Days_In_Support_Group  injection_dri
erson  Num_of_Arrests_Under_Influence Num_of_arrests_Not_under_Influence Num_of_Arrests_aAlcohol_bDrug_Rrelated Event_Type_Description Date_Placemer
n children_protect_order_bescription Education_status_Description veteran_status_Description Injection_Drug_User_At_Admission Prime
MBC Treatment center (Training Agen 888226 F0101665199wA  wayward Hua wayward, Hua 1/1/1966 not of Hispanic origin Female 700
MBC Treatment center (Training Agen 884564 MO8157495478U  Bunny  Paul Bunny, Paul 8/15/1974 male 700 1696183 2
tored Inpatient Treatment III.7-D - Medically monitored Inpatient Treatment No Previous admissior
MBC Treatment Center (Training Agen 937232 MO0B12549876M0  Mouse Mickey Mouse, Mickey  8/12/1954 Not of Hispanic origin Male 700
MBC Treatment Center (Training Agen 1130686 M06135589898R  EBrown  Ray Brown, Ray 6/13/1935 Mot of H'isqam‘c origin Male 700
MBC Treatment Center (Training Agen 923940 MO0823778736BU  Bunker Archie Bunker, Archie 8/23/1977 700 1800246 2
MBC Treatment Center (Training Agen 1135625 M0101763333RE  Revere Paul Revere, Paul 1/1/1976 Mot of Hispanic origin Male 700
MBC Treatment Center (Training Agen 1481794 M01319865163E  jesus nathaniel jesus, nathaniel 1/31/1998 Puerto Rican Male
MBC Treatment Center (Training Agen 1673052 M05047097635M  Smith  Frank  smith, Frank 5/4/1870 Not of Hispanic origin male 700
MBC Treatment Center (Training Agen 1674577 M060491987580  Bond James  Bond, James 6/4/1991 Not of Hispanic origin Male 700
MBC Treatment center (Training Agen 1673152 MO509839587EA  EA SMART  EA, SMART 5/9/1983 not of Hispanic origin male 700
MBC Treatment center (Training aAgen 1683311 M0101804321mM0 mouse Mickey mnuse M'ICkEy 1/1/1980 not of Hispanic origin male 700
172348 MBC Treatment Center (Training Agen 250982 MO601640987PI  Pig Porky ? Pork 6/1/1964 not of Hispanic origin male 700
ervisor),3, Training (counselor),4, Training (Direct service provider),7, Training (counse or), P‘Ig, petunia (sister) NO Post-college
237296 MBC Treatment Center (Tram'mg Agen 308509 F101063999930  Jones  Jennifer Jones, Jennifer 10/10/1963 Female 700 3655¢
237308 MBC Treatment Center (Training Agen 308523 M10106899991A  James Jessie James, Jessie  10/10/1968 Not of Hispanic origin Male 700 |
265820 MBC Treatment Center (Training Agen 659705 F0601661966FL Flintstone Peebles Flintstone, Peebles 6/1/1966 Not of st?amc origi
265862 MBC Treatment Center (Training Agen 659871 MO707661966WA  wWayne Bruce Wayne, Bruce 7/7/1966 Not of H'iS[iuam‘c origin 0
275487 MBC Treatment Center (Training Agen 686932 M0702660943PA  Parker Peter parker, Peter 7/2/1966 0 1122148 1
267487 MBC Treatment Center (Training Agen 664945 FO0601667658TA  Taylor Pilar Taylor, Pilar  6/1/1966 Not of Hispanic origin Female 700
263911 MBC Treatment Center (Training Agen 605682 MO0731802234P0  Potter Harry Potter, Harry 7/31/1980 Not of Hispanic origin male 700
275494 MBC Treatment Center (Training Agen 686941 FO70767321430  Joy Frances Joy, Frances 7/7/1967 Female 700 1122164 1
275489 MBC Treatment Center (Training agen 686936 MO0711763214cH  chan Jackie chan, Jackie 7/11/1976 male 700 1122154 1
325077 MBC Treatment Center (Training agen 605721 F0305312762cL  Clinton Hillary clinton, Hillary 3/5/1931 not of Hispanic origin remal
411430 MBC Treatment Center (Training Agen 937232 MO812549876M0  Mouse  Mickey Mouse, M'lckey 8/12/1954 Not of Hispanic origin Male 700
414211 MBC Treatment Center (Training Agen 956445 F0221652345VA  van Pelt Lucy van pelt, Lucy 2/21/1965 Not of Hispanic origin Femal
MBC Treatment Center (Training Agen 1047337 FO813568765TA  TAP susan  TAP, Susan 8/ 5/19 Mot of Hispanic origin Female 700
kan Native Gamb1ing 244 837 303.00,303.90,324.0 self- employment 2 No
467813 MBC Treatment Center (Training Agen 888038 F0101306972aD Adell  Adigun Adell, Adigun 1/1/1969 Mot of Hispanic origin Female 700
469547 MBC Treatment Center (Training Agen 1047337 FOB15568765TA  TAP Susan  TAP, Susan 8/15/1956 Not of Hispanic origin Female 700
473168 MBC Treatment Center (Training Agen 938616 M0601871234PI  pig pork pig, pork 6/1/1987 Puertu Rican Male 700 14923
517551 MBC Treatment Center (Training Agen 923939 F0519558765TA  Tate Louise Tate, Louise 5/19/1955 f Hispanic origin Female 700
495194 MBC Treatment Center (Training Agen 1132940 FO711822341CA  Care continuing care, continuing 7/11/1982 not of Hispanic origi
010 .
494311 MBC Treatment Center (Training Agen 888226 F0101665199wAa  wayward Hua wayward, Hua 1/1/1966 not of Hispanic origin Female 700
494332 MBC Treatment Center (Training Agen 928226 FO0214706789LI  Littletoes angela Littletoes, Angela 2/14/1970 Not of Hispanic origi
497583 MBC Treatment Center (Training Agen 888170 FO101450945HA  Hawk Kitty Hawk, Kitty 1/1/1955 Mot of Hispanic origin Female 700
502506 MBC Treatment Center (Training Agen 1149548 FO815440987J0 Jones  Sue Jones, Sue 8/15/1944 Mot of Hispanic origin Female 700
519955 MBC Treatment Center (Training Agen 923944 MO82787B976MC  McQueen Lightning McQueen, Lightning 8/27/1987 Not of Hispanic origi
itary N/A N/A 23 2/14/2011 2/14/2011
522271 MBC Treatment Center (Training Agen 1194386 FO519765432CA Cares Denise Cares, Denise 5/19/1976 Not of Hispanic origin Female 700
562421 MBC Treatment Center (Training Agen 1286538 M0823693214GR  Group  User Group, User 8/23/1969 Not of Hispanic origin male 700
586349 MBC Treatment Center (Training Agen 1341255 M0222780987R0  ROSC Frank ROSC, Frank 2/22/1978 not of Hispanic origin male 700
626678 MBC Treatment Center (Training agen 1086979 M0904780987PI  Pig Pork pig, pork 9/4/1978 not of Hispanic origin male 700
630876 MBC Treatment Center (Training agen 1287960 FO303659987CR  crumb  Ava crumb, Ava 3/3/1965 other Hispanic remale 700 2038:
631304 MBC Treatment Center (Training Agen 929464 FO701872134TE  Test Client Test, Client 7/1/1987 Not of Hispanic Origin Female 700
631220 MBC Treatment Center (Training Agen 232992 F1102346678CL  Cline Patsy Cline, Patsy 11/2/1934 Mot of Hispanic origin Female 700
636823 MBC Treatment Center (Training Agen 1464090 F1203821251EI  Eight Crazy Eight, Crazy 12/3/1982 Mot of Hispanic origin Female 700 A
4 m ] i
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SMART

7. Click the Microsoft Excel Icon to view your data.

h Home | Inset  Pagelayout  Formulas  Data  Review  View

= * cut Calibri S A =] 3 Swapret General - ﬁ}?ﬂ' Normal Bad Good Neutral Ef- §‘< ol
g cumarnn | ® £ 7| - Fueencones| $ - % 0 %8 oo Fort. IR ool - ELss
Clipboard {l Font o Alignment u Humber u Styles Cells
- e | Admission_ID
B c D E F G H | J K L M N o P Q R S T u v w
iAgency_NClient_ID Unique_C Client_LasClient_Fir Client_FulBirth_Date  Ethnicity_Gender_DAgency_IL Client_Int Case_Nun Intake_Date Case_Stat County_N Referral_SIntake_At Case_Close_| Contact_T Presentin Admitted_ 1s_SA_Pat|
MBCTreal 888226 F01016651 Wayward Hua ‘Wayward, 1/1/1966 Not of His Female 700 1426121 1 8/14/2009 Open Acti Montgom Juvenile J Santa Ana Other  fghfglh SantaAna
MBCTreal 884564 M0815749 Bunny Paul Bunny,Pa  8/15/1974 Male 700 1696183 2 4/28/2010 Open Acti Montgom Pre-Trial £ Santa Ana My mothe Costa Mesa
MBCTreal 937232 M0812549 Mouse  Mickey Mouse, M 8/12/1954 Not of His Male 700 1717144 2 6/2/2010 Open Acti Montgom Other Hez Costa Mesa Client has Costa Mesa
MBCTreal 1130686 M0613558 Brown Ray Brown, Ra  6/13/1955 Not of His Male 700 1793694 1 9/17/2010 Open Acti Howard ~ Other Crir Santa Ana | need 50 :Santa Ana
MBCTreal 923940 M0823778 Bunker  Archie  Bunker, A  8/23/1977 Male 700 1800246 2 9/28/2010 Open Acti Montgom Juvenile J Costa Mesa court refe Costa Mesa
MBCTreal 1135625 MO101763 Revere  Paul Revere, Pi 1/1/1976 Not of His Male 700 1800992 1 9/29/2010 Open Acti Montgom Probation Santa Ana | was ridir Costa Mesa
MBC Treal 1481794 M0131986 jesus nathaniel jesus, natl  1/31/1998 Puerto Ric Male 700 2333456 1 1/23/2013 Open Acti Baltimore Drug Cour Costa Mesa By Appoir opiate de|Costa Mesa
MBCTreal 1673052 M0S04709 Smith  Frank  Smith,Fra  5/4/1970 Not of His Male 700 2632027 1 5/1/2014 Closed  Prince GerParole  SantaAna  5/18/2014 Iwant to kSanta Ana
10 MBCTreal 1674577 M0604919Bond  James  Bond,Jam  6/4/1991 Not of His Male 700 2634165 1 5/1/2014 Closed  Prince GerParole  SantaAna  5/21/2014 Iwant to kSanta Ana
1 MBCTreal 1673152 M0509839 EA SMART EA,SMAR  5/9/1983 Not of His Male 700 2632172 1 5/1/2014 Closed  Prince GerParole  SantaAna  5/19/2014 I'want to kSanta Ana
12 MBCTreal 1683311 M0101804 mouse  Mickey  mouse, M 1/1/1980 Not of His Male 700 2647162 1 6/1/2014 Closed  Montgom Drug CourSanta Ana  6/13/2014 i got caugl Santa Ana
13 172348 MBCTreal 250982 MO601640 Pig Parky Pig, Porky 6/1/1964 Not of His Male 700 292379 1 8/15/2007 Open Acti Prince Ge: DSS Asses Santa Ana lwant to kSanta Ana
14 237296 MBCTreal 308509 F1010639¢ Jones Jennifer Jones, Jer 10/10/1963 Female 700 365565 1 10/9/2007 Open Acti Prince Gei Alcohol ar Santa Ana Santa Ana
15 237308 MBCTreal 308523 M1010689 James  Jessie  James,Jec 10/10/1968 Not of His Male 700 365582 1 10/15/2007 Closed  Baltimore Alcohol/DSanta Ana  7/30/2009 Santa Ana
16 265820 MBCTreal 659705 F06016615 Flintstone Peebles  Flintstone 6/1/1966 Not of His Female 700 1082291 1 12/1/2007 Open Acti Prince Gei Alcohol/D Santa Ana Sweet & s Santa Ana
17 265862 MBCTreal 659871 MO707661 Wayne Bruce  Wayne, Bt 7/7/1966 Not of His Male 700 1082509 1 12/1/2007 Open Acti Prince Gei Alcohol/D Santa Ana Santa Ana
18 275487 MBCTreal 686932 M0702660 Parker  Peter Parker, Pe 7/2/1966 Male 700 1122148 1 12/7/2007 Open Acti Prince Ge: Other Hez Santa Ana Santa Ana
19 267487 MBCTreal 664945 FO601667€ Taylor Pilar Taylor, Pil 6/1/1966 Not of His Female 700 1090294 1 1/1/2008 Open Acti Mantgom Drug Cour Santa Ana Santa Ana
20 263911 MBCTreal 605682 M0731802 Potter Harry Potter, Ha  7/31/1980 Not of His Male 700 990779 1 12/6/2007 Open Acti Anne ArutSchool  Santa Ana Santa Ana
21 275494 MBCTreal 686941 F07076732 Joy Frances Joy, Franc 7/7/1967 Female 700 1122164 1 2/20/2008 Open Acti Howard  Drug Cour Santa Ana Santa Ana
22 275483 MBCTreal 686936 M0711763 Chan Jackie Chan, Jack  7/11/1976 Male 700 1122154 1 2/20/2008 Open Acti Kent Drug Cour Santa Ana Santa Ana
23 325077 MBCTreal 605721 F03053127 Clinton  Hillary  Clinton, H 3/5/1931 Not of His Female 700 990730 1 12/7/2007 Open Acti WashingtIndividual Santa Ana Strong neiSanta Ana
24| 411430 MBCTreal 937232 M0812549 Mouse  Mickey Mouse, M 8/12/1954 Not of His Male 700 1490719 1 10/9/2009 Open Acti Mantgom Drug Cour Santa Ana client stat Santa Ana
25 414211 MBCTreal 956445 F02216523 Van Pelt Lucy Van Pelt,|  2/21/1965 Not of His Female 700 1513819 1 10/16/2009 Open Acti Mantgom Alcohol/D Santa Ana ljl;igigk  SantaAna
26 MBCTreal 1047337 F08155687 TAP Susan TAP, Susal  8/15/1956 Not of His Female 700 1656590 1 3/2/2010 Open Acti Mantgom Drug Cour Santa Ana Alcohol ar Santa Ana
27 467813 MBCTreal 888038 F01013065 Adell Adigun  Adell, Adi 1/1/1969 Not of His Female 700 1425846 1 8/14/2009 Open Acti Mantgom Juvenile J Santa Ana Other does not tSanta Ana
28 469547 MBCTreal 1047337 F08155687 TAP Susan TAP, Susal  8/15/1956 Not of His Female 700 1656590 1 3/2/2010 Open Acti Mantgom Drug Cour Santa Ana Alcohol ar Santa Ana
29 473168 MBCTreal 938616 MOGO1871 pig park pig, pork 6/1/1987 Puerto RitMale 700 1492394 1 10/13/2009 Open Acti Mantgom Individual Santa Ana efdffdf SantaAna
30 517551 MBCTreal 923939 F05195587 Tate Louise  Tate, Loui  5/19/1955 Not of His Female 700 1472817 1 9/22/2009 Open Acti Prince Gei Drug Cour Santa Ana eiieieieie Santa Ana
31 495194 MBCTreal 1132940 F07118221 Care Continuin Care, Coni  7/11/1982 Not of His Female 700 1797136 1 8/15/2010 Open Acti Prince Gei Drug Cour Santa Ana I'want to kSanta Ana
32 494311 MBCTreal 888226 F01016651 Wayward Hua ‘Wayward, 1/1/1966 Not of His Female 700 1426121 1 8/14/2009 Open Acti Mantgom Juvenile J Santa Ana Other fghfgjh  SantaAna
33 494332 MBCTreal 928226 F0214706] Littletoes Angela  Littletoes,  2/14/1970 Not of His Female 700 1478495 1 9/25/2009 Open Acti Baltimore State PriscSanta Ana bve Santa Ana
34 497583 MBCTreal 888170 F0101450 Hawk Kitty Hawk, Kitl 1/1/1955 Not of His Female 700 1426050 1 8/14/2009 Open Acti Mantgom Juvenile J Santa Ana Other Referred [Santa Ana
35 502506 MBCTreal 1149548 FOS154405Janes  Sue Jones, Sue  8/15/1944 Not of His Female 700 1822636 1 11/2/2010 Closed  Prince GeiDrug CourSanta Ana  11/2/2010 Iwant to kSanta Ana
36 519955 MBCTreal 923944 M0S27878 McQueen Lightning McQueen  8/27/1987 Not of His Male 700 1881973 1 2/13/2011 Open Acti Mantgom Drug Cour Santa Ana I'want to kSanta Ana
37 522271 MBCTreal 1194386 F05197654 Cares Denise  Cares, Der  5/19/1976 Not of His Female 700 1889970 1 2/28/2011 Open Acti Prince Gei Drug Cour Santa Ana I'want to kSanta Ana
38 562421 MBCTreal 1286538 M0823693 Group User Group, Us  8/23/1969 Not of His Male 700 2035983 1 10/11/2011 Open Acti Prince Gei Drug Cour Santa Ana Drug Free Santa Ana
33 586343 MBC Treal 1341255 M0222780 ROSC Frank ROSC, Frai  2/22/1978 Not of His Male 700 2120995 1 2/23/2012 Open Acti Montgom Drug Cour Santa Ana iwant to kSanta Ana
40 626678 MBCTreal 1086979 M0904780 Pig Park Pig, Pork 9/4/1978 Not of His Male 700 1718395 1 6/3/2010 Closed  Montgom Drug Cour Santa Ana  10/20/2014 jsdfioeor Santa Ana
41 630876 MBC Treal 1287960 F03036595Crumb  Ava Crumb, A 3/3/1965 Other HisjFemale 700 2038369 1 3/25/2010 Open Acti Pennsylve Parole  Santa Ana Other dsnfa,afdiSanta Ana
22 asnmssancTo s cmners camnapomaToa P S S Y 2 SV S P S PP T P S S S— P P
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Importing from Microsoft Excel to Microsoft Access

1. Open Microsoft Access.

2. Click Create.

Al = |
File Home  Creste  External Data  Database Tools
=l
Available Templates
=l
@ 2 Home
L7 Open
- d i/ 7|
—J |
% Ly e &
Database2.accdb
B patavasez ace Blank Blank web Recent Somple My templates
(@) Databasel accdb database database templates  templates
Office.com Templates Search Office.com for templates
Recent —= — —= — — |
V' [ @'i ot | [
. ’
Address Administrativ Assets Book Business Calculator Contacts
e- Support
= 4 4 Yy / 4
Help
Education Email Employee Event Expense Finance - Goods
3 Optians Planning Accounting
B Exit _ _ . _ _ _ .
(ot ot it (o [ [ [
Tnventory Tnventory Lists Logs Order Personal  Professional
Contral  Msnagement
Vot ot Vot ot Vo [ [
Purchase Reports Sales Sales Order Samples Small Task List
Order Business

Daily

Industry

[~

Project

Management

Technlogy

Microsoft Access

Blank database

-
= 4
Database
= 4
File Name
I it
nvemones Database3.accdb =
C\Users\sgibbs.CLOUD\Decumentsy,
e,
E

Projects
Create

Click
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SMART

3. Locate the External Data tab, and click the Excel Icon.

[

G | st ‘ Database3 : Database (Access 2007 - 2010) - Microsoft Access
File Home Create External Data | Database Toals Fields Table
i8] =] fext File Ul (&} Access 5
FEIEEE: 5 =
>:§ ML File @}Word Merge
Saved Linked Tablfj Excel Access ODBC Saved Excel  Text XML PDF  E-mail Create Manage
Imports| Manager Database @ Ore ™ | Exports File File or¥ps %’ More - E-mail Replies
Export ‘ Colledt Data |
All Access Objects @ «
|Sea!cn‘. ‘}J ] - Clickto Add -
Tables 2 *\ (New)
E Tablet
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4. Click Browse to search for your file.

Get External Data - Excel Spreadsheet @

Select the source and destination of the data

Spedfy the source of the data.

File name: | (. Jsers\sgibbs.CLOUD\Documents))

Spedfy how and where you want to store the data in the current database.

@ Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

) Append a copy of the records to the table: |T-p=1

If the spedified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

) Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will be
reflected in the linked table. However, the source data cannot be changed from within Access.

OK Cancel
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5. Search and select the appropriate file.

6. Click Open.

[A] File Open

(:K)vFEI « =gibbs.CLOUD » Documents » - | 4"1-| | Search R |

‘ Organize ~ &8 Views - B New Folder

Favorite Links Mame Date modified Type Size »
Documents FE| Spreadsheet June 26 2014 xlsx
Copy of MD Open WI's 062514 xsx E
Desktop

B Montgomery County- Agencies for SM...

Fecent Places Release Motes 15 2.xls

E
-
_lEl
8 Computer =] Treatment Plan ADAA March 14 2014 xlsx
E Pictures B System.xls
E;h Music B Treatment Plan Goals.xls
[ Recently Changed B Treatment Plan Strengths.xls
E Searches B8] Treatment Plan Objectives.xls
)/ Public B Copy of April 2013 Release Notesals
Care Coordination Training-February 20...
& Baltimore County Bureau of Behavioral ...
& Baltimore County Bureau of Behavioral ...
Folders ~ | E]Copy of Thanksgiving Sign Up Menu20... i

=A== A dmiz=ion 20150610 bt - [I'H'Iicmmﬁ Excel ("xds;”xlsb;™x v]

Tools - [l:l-pen IV] [ Cancel ]
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7. Click OK, once the ‘File name’ field is populated with the appropriate file.

Get External Data - Access Database

Select the source and destination of the data

Spedfy the source of the data.

File name:

C:\Users\sghbbs . CLOUD\Desktop\SMART Admission Data Export for MBC Treatment Agency_2015061

Spedfy how and where you want to store the data in the current database.

@ Import tables, queries, forms, reports, macros, and medules into the current database.
If the specified object does not exist, Access will create it. If the spedified object already exists, Access will append a number to the
name of the imported object. Changes made to source objects (induding data in tables) will not be reflected in the current database.
) Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa, NOTE: If the source database requires a password, the password will be stored with the linked table.

CK ] [ Cancel
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8. Make sure Tab is chosen, and select ‘First Row Contains field Names’.

9. Click Next.

==l Import Text Wizard

What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.

Choose the delimiter that separates your fields:

i@ Iab (7 Semicalon i) Comma (") Space () Other:
EFmv.t Row Contains Field Names Text Qualifier:  {none} El
Ldmiz=zion ID |Agency Name Client ID [Unigue Client Number [Client I
MEC Treatment Center (Training RAgen [B88226 FOL101665199WA Wayward | «~
MBC Treatment Center (Training Agen [B84564 MOB157459547TBU Bunny
MBC Treatment Center (Training Agen (937232 MOB812549876M0O Mouse
MEC Treatment Center (Training Agen [L1130686& MOE13558989EBR Erown
MBC Treatment Center (Training Agen [923%40 MOB23TT78736BU Funker
MEC Treatment Center (Training Agen [L135625 MO101763333RE Fevere
MBC Treatment Center (Training Agen [1481794 M0131986516JE esus
MBC Treatment Center (Training Agen [1673052 MO5047097635M Fmith
MEC Treatment Center (Training Agen [L&674577 MOE04919875B0 Bond
MBC Treatment Center (Training Agen [1673152 MOS09839587TEA EL
MBC Treatment Center (Training Agen [1683311 MO101804321M0C mouse
L72348 MEC Treatment Center (Training Agen [250982 MOE01640987PI Pig
237296 MBC Treatment Center (Training Agen 308509 F1010639939J0 Jones
237308 MEC Treatment Center (Training Agen [308523 M1010689999JR \Tame s ﬂ
K1l i
Cancel l [ « Back l [ Next = ] [ Finish ]
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10. Click Next.

=8] Import Text Wizard

You can spedfy information about eadch of the fields you are importing. Select fields in the area below. You can then modify field
information in the ‘Field Options' area.

Field Options

Field Name: Data Type: |Text El

Indexed: Yes {Duplicates OK) [=] Do not impart field (Skip)

Admizsion ID |[Agency Name Client ID |[Unigue Client Number [Client I

Treatment Center (ITraining RAgen BE8226 FOL01665199WR Hayward
Treatment Center (Training Agen [B84564 HM08157485478B0 Bunny
Treatment Center (ITraining RAgen 937232 HMO812548876M0 Mouse
Treatment Center (Training Agen [1130686& MO613558989BR Brown
Treatment Center (ITraining Agen (223940 HMO8237T8736BU Bunker
Treatment Center (Training Agen [1135625 MO101763333RE Fevere
Treatment Center (Training Agen [14817%4 HMO131986516JE Hesus
Treatment Center (Training Agen [1673052 HMO5047087635M Fmith
Treatment Center (Training Agen [1&674577 HMO0&604919875B0C Bond
Treatment Center (ITraining Agen [1673152 HMOS09838587EL EL
Treatment Center (Training Agen [1683311 HMO101804321M0 mouse
Treatment Center (ITraining Agen 250882 HMO601640987PI Pig
Treatment Center (Training Agen 308509 F1010639983J0 Jones
Treatment Center (ITraining Agen [308523 HM1010629999J0 (JTames

ol i

Advanced... Cancel | | < Back | [ Mext = l | Einish
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11. Confirm that ‘Let Access add primary key.’ Is selected.

12. Click Next.
=8l Import Text Wizard
Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
e uniquely identify each record in your table. It allows you to retrieve data more quiddy.
| T
2 i oaun ne
: ::: ::: ::: .’é‘.?.etﬁurss add primary key. .
- (") Choose my own primary key. E|
() No primary key.
Admission ID [Agency Name Client ID [Unigue Client Number [Cli
MBC Treatment Center (Training Agen [B28226 FOLl01665195WA Way
MBC Treatment Center (Training Agen [E24564 MOZ2157455478B0 Bun
MEBC Treatment Center (Training Agen 937232 MOZ212548876MO Mo
MBC Treatment Center (Training Agen [113062 MOB13558985BR Bro
MEBC Treatment Center (Training Agen (923340 MOZ237T78736B0 Bun
MEC Treatment Center (Training Agen [1135625 MO101763333RE Fewv
MEC Treatment Center (Training Agen [1481794 MO131986516JE Hes=
MBEC Treatment Center (Training Agen [1673052 MOS047087635MH ISmi
MEC Treatment Center (Training Agen [1674577 MOG049183875B0C Bon
MEBEC Treatment Center (Training Agen [1673152 MOS092835587ER EL
MEC Treatment Center (Training Agen [1683311 MO101304321M0C rilajb)
72348 MBEC Treatment Center (Training Agen 250382 MOG01640987PL Pig
37296 MBEC Treatment Center (Training Agen 308509 F10106353993JC \Ton
37308 MBEC Treatment Center (Training Agen 308523 M1010685995JR (T am

Cancel ] [ < Back ] [ Mext = ] [ Finish
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13. Click Finish.

=5l Import Text Wizard

That's all the information the wizard needs to import your data.

Import to Table:

tdmission 201506 10)

[]1 would like a wizard to analyze my table after importing the data.

Cancel ] l < Back
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14. Click Close

Get External Data - Text File

Save Import Steps

Finished imparting file 'C: \Wsers\saibbs, CLOUD\Desktop\Admission_20150610.txt' to table 'Admission_20150610",

Do you want to save these impart steps? This will allow you to quickly repeat the operation without using the wizard.

|:| Save import steps

Close
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